State of California DEPARTMENT OF WATER RESOURCES The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Office Technician (Typing) 0224-1139-001 50000308 |
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant Fiscal / Bill Processing and Analysis
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
4
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[ Supervisory [] Lead Person Rita Sanko Accounting Administrator Il
APPROVED BY (Personnel Analyst's Name) DATE
Theresa Nunez 6/7/07
P eg_c;j%rg of Activity

POSITION SUMMARY

Under direct supervision of the Accounting Administrator Il, incumbent serves as secretary and
receptionist to the Bill Processing and Analysis Office and the Financial Reporting and Analysis
Office. The incumbent regularly performs a variety of duties which require a high degree of clerical
skill.

ESSENTIAL FUNCTIONS

This position requires that the incumbent work cooperatively with others and maintain consistent,
regular and predictable attendance. Employee must possess the capability and willingness to
exercise initiative, make independent decisions, and take independent action. Employ tact and
good judgement at all times, especially when involved in confidential personnel and related legal
matters, and when handling customers and contractors. A working knowledge of MS Word, Excel
and SAP HR and MM are necessary. Incumbent has access to DFS safe, holding treasury checks,
incoming cash and checks. The specific essential duties are:

35% Type draft and final copies of various correspondence, reports, letters, billings, and memoranda for
the signature of the BPA office Chief, and other specialized or technical materials. Review
materials prepared by the accounting staff for grammatical construction and clerical errors and
make recommendations on appropriate corrections. Develop and maintain office files, provide
daily/weekly filing of correspondence and invoices, and ensure retention schedules are met.
Control the receipt and distribution of mail. Refer calls to appropriate unit for handling, answer
queries of a general nature and schedule meetings for chief and supervising staff.

SUPERVISOR'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR’S NAME (Print) SUPERVISOR'’S SIGNATURE DATE
Rita Sanko >
EMPLOYEE’'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE’S NAME (Print) EMPLOYEE’S SIGNATURE DATE
>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Office Technician (Typing) 0224-1139-001 50000308 |
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant Fiscal / Bill Processing and Analysis
PerT(;%rg oF Activity
25% Assist in the mailing of the monthly water delivery invoices; miscellaneous invoices; semi-annual

invoicing for Davis-Grunsky, Safe Drinking Water, other local project loans; and the annual
statements of charges for the SWP contractors. Maintain control log of all outgoing
registered/certified invoices. Coordinate with the mailroom and reproduction unit on timely
mailings. Using MS Excel, maintain log of incoming checks and cash.

15% As SAP Purchasing and Service Requisitioner, prepare requisitions for materials and services.
Must understand the different procedures within the business process, and be able to navigate in
Controlling reports, drill down into cost objects and make decisions on commitments that
requisitions or Purchase Orders (PO) have made. Perform a quarterly commitment clean-up by
taking corrective action on: requisitions created in error, duplicates, line items never referenced
when purchase orders were created, line items deleted from POs, and transactions that were paid
through Miscellaneous Billing which don't reference the PO or requisition. Reserve materials from
the warehouse.

15% Coordinate office training and conferences and ensure that classes and costs comply with DWR
policies and Division/Office budgets. Register and book employees in classes, prepare service
entry sheets, review billing documents for correctness and submit to Accounting, and follow-up
with Accounts Payable staff to ensure timely payments to vendors. Must be familiar with SAP
Training and Events and Purchasing/Service Entry Sheet infotypes and processes.

10% As Time Recorder, responsible for maintaining employee time data in SAP for office staff. This
includes time corrections, time conversions and special time coding when appropriate. Serve as
liaison to the Personnel Specialist. Provide support by coordinating personnel transactions with
the Administrative Officer, ensuring preparation and completion of annual individual performance
reports, and preparation for new hires, transfers, and disciplinary actions.
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	activity: POSITION SUMMARY

Under direct supervision of the Accounting Administrator II, incumbent serves as secretary and receptionist to the Bill Processing and Analysis Office and the Financial Reporting and Analysis Office.  The incumbent regularly performs a variety of duties which require a high degree of clerical skill.  

ESSENTIAL FUNCTIONS

This position requires that the incumbent work cooperatively with others and maintain consistent, regular and predictable attendance.  Employee must possess the capability and willingness to exercise initiative, make independent decisions, and take independent action.  Employ tact and good judgement at all times, especially when involved in confidential personnel and related legal matters, and when handling customers and contractors.  A working knowledge of MS Word, Excel and SAP HR and MM are necessary.  Incumbent has access to DFS safe, holding treasury checks, incoming cash and checks.  The specific essential duties are: 

Type draft and final copies of various correspondence, reports, letters, billings, and memoranda for the signature of the BPA office Chief, and other specialized or technical materials.  Review materials prepared by the accounting staff for grammatical construction and clerical errors and make recommendations on appropriate corrections.  Develop and maintain office files, provide daily/weekly filing of correspondence and invoices, and ensure retention schedules are met.  Control the receipt and distribution of mail.  Refer calls to appropriate unit for handling, answer queries of a general nature and schedule meetings for chief and supervising staff. 


	classification: Office Technician (Typing)
	appointee: Vacant
	dwr position number: 0224-1139-001
	sap personnel no: 
	sap position number: 50000308
	division: Fiscal / Bill Processing and Analysis
	mcr: I
	percent 2: 25%
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10%
	activity2: Assist in the mailing of the monthly water delivery invoices; miscellaneous invoices; semi-annual invoicing for Davis-Grunsky, Safe Drinking Water, other local project loans; and the annual statements of charges for the SWP contractors.  Maintain control log of all outgoing registered/certified invoices.  Coordinate with the mailroom and reproduction unit on timely mailings.  Using MS Excel, maintain log of incoming checks and cash.

As SAP Purchasing and Service Requisitioner, prepare requisitions for materials and services.  Must understand the different procedures within the business process, and be able to navigate in Controlling reports, drill down into cost objects and make decisions on commitments that requisitions or Purchase Orders (PO) have made.  Perform a quarterly commitment clean-up by taking corrective action on: requisitions created in error, duplicates, line items never referenced when purchase orders were created, line items deleted from POs, and transactions that were paid through Miscellaneous Billing which don't reference the PO or requisition.  Reserve materials from the warehouse.  

Coordinate office training and conferences and ensure that classes and costs comply with DWR policies and Division/Office budgets.  Register and book employees in classes, prepare service entry sheets, review billing documents for correctness and submit to Accounting, and follow-up with Accounts Payable staff to ensure timely payments to vendors.  Must be familiar with SAP Training and Events and Purchasing/Service Entry Sheet infotypes and processes.

As Time Recorder, responsible for maintaining employee time data in SAP for office staff.  This includes time corrections, time conversions and special time coding when appropriate.  Serve as liaison to the Personnel Specialist.  Provide support by coordinating personnel transactions with the Administrative Officer, ensuring preparation and completion of annual individual performance reports, and preparation for new hires, transfers, and disciplinary actions.  


	supervisor name: Rita Sanko
	employee name: 


